U S. DEPARTMENT OF COMVERCE
OFFI CE OF | NSPECTOR GENERAL

VACANCY ANNOUNCEMENT

Openi ng Date: July 13, 2000
Cl osing Date: July 28,2000

0 Admnistrative Assistant Ofice of Audits
o GS-303-7/8 Regi onal Audits
o Salary: $29,260 - $42,125 p.a. Denver, Col orado
o Full Performance Level: GS-8

o0 Conpetitive Service Position

WHO MAY APPLY: Status and Non- Status Applicants

TH'S POSI TI ON MAY BE FI LLED UNDER A COWVPETI Tl VE EXAM NI NG
AUTHORI TY DELEGATED BY THE U. S. OFFI CE OF PERSONNEL MANAGEMENT
(OPM . NON- STATUS APPLI CANTS W LL BE REVI EVED BY THE DELEGATED
EXAM NING UNI T (DEU) I NSTEAD OF OPM  STATUS CANDI DATES WHO W SH
TO BE CONSI DERED UNDER BOTH THE MERI T ASSI GNMVENT PROGRAM AND
UNDER DELEGATED EXAM NI NG PROCEDURES MUST SUBM T TWO COVPLETE
APPLI CATIONS. | F ONLY ONE APPLI CATION IS RECEIVED, IT WLL BE
CONSI DERED UNDER THE MERI T ASSI GNVENT PROGRAM

The O fice of Inspector Ceneral provides reasonable
accommodations to applicants with disabilities. If you need a
reasonabl e accommodation for any part of the application and
hiring process, please call (202) 482-4948. The decision on
granting reasonabl e accormmbdation will be on a case-by-case
basi s.

RELOCATI ON EXPENSES: Not Aut hori zed

CONDI TI ONS OF EMPLOYMENT:  Appointnent to this position is
contingent upon successful conpletion of a background
investigation and ability to obtain and retain a security
cl earance.
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DUTI ES: The i ncunbent serves as Admnistrative Assistant to the
Regi onal I nspector General for Audits and provides adm nistrative
support to other staff nenbers. Assists in office budget
formul ati on, budget inplenentation, and execution functions.

Assi sts in exam ning and eval uating nonthly accounting and
financial reports for accuracy. Assists in conpiling cost
category estimates and forecasts of fiscal solvency for each
category, and assists in maintaining end-of-the year fiscal and
obligation control records. The incunbent assists in office

adm ni strative oversight of tinme critical and sensitive audit
reports of agency operations and the perfornmance of contractors,
grantees, and loan recipients. Prepares sensitive and critical
managenent periodic reports of audit planning, audits in
progress, audits issued, recomrendation tracking, and audit

fol | ow up. As Property O ficer, incunbent is directly
responsi bl e for the maintenance of records accountabl e capital
equi pnent. The incunbent acts as liaison with the Human
Resources Division in Washington, D.C. Assists in preparation of
periodi ¢ personnel status reports. Incunbent also serves as the
princi pal point of contact in procurenment matters.

M NI MUM QUALI FI CATI ON REQUI REMENTS: Applicants nmust have one year
of specialized experience equivalent to the GS-6 (for the GS-7),
and GS-7 (for the GS5-8) level in the Federal service, that has
equi pped the applicant with the particular know edge, skills,
and abilities to performsuccessfully the duties of this
position, and that is typically in or related to the work of this
posi tion.

BASI S FOR EVALUATI NG CANDI DATES: Experience, training, self-
devel opnment, outside activities and awards. Performance
appraisals wll be given due weight prior to making a selection
deci si on.

QUALI TY RANKI NG FACTORS: Applicants should submt a separate
witten statenent addressing each quality ranking factor |isted
bel ow, including specific exanples of how your experience and/ or
education neets each factor. Failure to address each factor
coul d have an adverse inpact upon your rating.

1. Ability to organize, coordinate and nmanage
adm ni strative operations in an office.
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2. Ability to develop and maintain an organized filing and



archival systemto keep records of, and track, program
activities, such as information for neetings, reports specific
requests for information.

3. Skill in utilizing office applications, such as W ndows,
Corel WordPerfect Suite (WrdPerfect, Quattro Pro,
Presentations), E-nmail, and the Internet.

4. Skill in witing for the purposes of preparing and

editing nenoranda, reports, and briefing papers.

5. Ability to work in a fast-paced environnment wth changi ng
priorities and circunstances.

CAREER TRANSI TI ON ASSI STANCE PLAN (CTAP) APPLI CANTS: In order to
be referred under the President's nmenorandum of Septenber 12,
1995, all candidates nmust neet the three point |evel

(well -qualified) described in the crediting plan which is
conprised of the quality ranking factors.

HOW AND WHERE TO APPLY: Submit the forns specified under
APPLI CATI ON REQUI REMENTS, to: U S. Departnent of Comrerce,
O fice of Inspector General, Human Resources Managenent

D vision, Room 7713, 14th & Constitution Avenue, NW

Washi ngton, DC., 20230.

VACANCY ANNOUNCEMENT SUPPLEMENTAL | NFORVATI ON:

THE DEPARTMENT OF COMMERCE (DOC) DOES NOT CONDONE OR TOLERATE
DI SCRI M NATI ON BASED ON RACE, COLOR, RELI G ON, SEX, NATI ONAL
ORIG N, AGE, PHYSI CAL OR MENTAL DI SABILITY, OR SEXUAL

ORI ENTATI ON.

APPLI CATI ON REQUI REMENTS:
A. Al applicants nust:

1. Provide a resune or application (Optional
Form 612, Opti onal Application for Federal Enpl oynent,
or other witten format; e.g. SF-171) that includes
information as follows as well as that requested in
t he vacancy announcenent; failure to do so may result
in |loss of consideration.



2.

| ndi cat e vacancy announcenent nunber, title, and
grade(s) for consideration.

Provide the foll ow ng personal informtion and
appropriate supporting docunentati on:

o Full nanme, mailing address/zip code, day and
eveni ng phone nunbers

o Social security nunber
o Country of citizenship

0 Veterans preference (i.e. discharge papers
[ DD- 214] and/or proof of 10 point veteran
preference [ SF-15])

0 Reinstatenent eligibility; highest federal
civilian grade held (include job series and
dat es hel d)

o Hi gh school, colleges or universities attended
(i nclude nane, city, state/zip code; date of

di ploma or GED;, mmjors; types and year of any
degrees received)

o Paid and unpaid work experience related to the
job applied for (include job title, series and
grade, if federal job); duties and
acconplishnents; enployer's nanme and address;
supervi sor's nane and phone nunber; starting and
endi ng dates as nonth and year; hours per week;
salary, and indicate if contact may be made with
current supervisor;

Orelated training courses with title and
year conpl eted

0 Job-related skills, e.g., other |anguages,
conput er software/ hardware, tools, nmachinery,
typi ng speed

o Job-rel ated honors, awards, and speci al
acconplishnents, e.g., publications, nenberships
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i n professional or honor societies, |eadership

activities, public speaking, and performance
awards (give dates but do not send docunents



unl ess requested).

4. Apply at their own expense; applications nmailed in
gover nnent postage-pai d envel opes wll not be
accept ed.

5. Ensure tinely delivery/mailing of application;
applications nust be received in the Human Resources
Managenment Division by the closing date specified on
t hi s announcenent.

6. Meet all eligibility requirenents by the closing
date of the vacancy announcenent.

7. Be a citizen of the United States (or owe
all egiance to the United States).

B. Specific Requirenents:

1. Applicants who are federal enployees should submt
a copy of their nost recent performance appraisal.

2. Current and fornmer federal enployees should submt
the |l atest SF-50, Notification of Personnel Action,

docunenting their conpetitive status with the Federa

governnment as proof of appointnent eligibility.

3. Applicants with disabilities, disabled veterans,
or any other applicants eligible for non-conpetitive
appoi nt ment under speci al appointing authorities not
requiring conpetitive status should clearly specify
their special eligibility on their application.

|l. SPECI AL REQUI REMENTS FOR CAREER TRANSI TI ON ASS| STANCE PLAN
(CTAP) APPLI CANTS:

A. Enpl oyees wi shing to apply under the DOC/ CTAP for

D spl aced Enpl oyees nust submt a copy of their RIF
separation notice; Certification of Expected Separation or
ot her "surplus enpl oyee" docunentation.
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B. Applicants wishing to apply under the Interagency
CTAP for Displaced Enpl oyees nmust submit a copy of one of
the followng: 1) their R F separation notice; 2)
docunent ati on showi ng they were separated as a result of



declining a transfer of function or directed reassi gnnent
to another commuting area; 3) official certification from
an agency stating that it cannot place an individual whose
i njury conpensation has been or is being termnated; 4)
official notification from OPMthat an individual's
disability annuity has been or is being term nated; or 5)
official notification fromthe DOD or National Guard
Bureau that enployee has retired under 5 U.S.C. 8837(h) or
8456.

[11. GENERAL | NFORMATI ON:
A. Applications will not be returned to applicants.

B. Only selectees will be notified as to the results of a
vacancy announcenent. Applicants seeking information on
the status of a vacancy should call 202/ 482-4948.

C. For copies of this announcenent you may access the
internet at http://ww. usaj obs. opm gov/. GCeneral
information on the Ofice of Inspector General may be found
at http://ww. 0i g.doc. gov.

D. If a vacant position is filled at a grade bel ow the
full performance |evel, the selectee may be pronoted
W thout further conpetition. (This inplies no prom se or
guar ant ee of pronotion.)

G Qualification requirements in the vacancy announcenent
are based on the OPM Qperating Manual : Qualification

St andards for CGeneral Schedule Positions; it is avail able
for review in nost federal personnel offices.

H Privacy Act requirenments (PL 93-579): The
application information prescribed is used to determ ne
qualification for pronotion, reassignnment, or enploynent
and is authorized under Title 5 U S. C. Sections 3302
and 3361.

. The Merit Assignnent Plan is available for review at
t he Human Resources Managenent O fice address listed in
t he announcenent under "How and Were to Apply."



